DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION Page 1 M251
RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency : Division/Unit

TOWN OF BETTERTON FINANCE

Item Description ' Retention
No.

General Correspondence

Original incoming letters, copies of outgoing letters, memo- Screen annually and destroy

randa, studies, reports, directives, policies and other materials the material that is no longer

related to Town administration. needed for current business.
Retain permanently any ma-
terial that serves to document
the origin, development and
accomplishments of the of-
fice. Transfer periodically to

. the Maryland State Archives.

. -

General Ledgers Permanent. Transfer periodi-
cally to State Archives.

Audit Reports Retain for three years or until
audited, then destroy.

Cash Receipts ' Retain for three years or until
audited, then destroy.

Permit Receipts : Retain for three years or until
' audited, then destroy.

Paid Bonds and General Obligation Notes Retain for three years or until
audited. then destroy.

7. Paid Bills and Invoices ' Retain for three years or until
audited, then destroy.

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist

or Division Representative.
Date

Signature . /Q’K ,ué‘\
Typed Name Annette M. Green Signature MM

7y
Town Clerk

Date 19 W\wﬁ M

Title

DGS 550-1




RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No.
M-251

Page , of 4

(Continuation Sheet)
Agency Division/Unit
TOWN OF BETTERTON FINANCE
item Description Retention
No.
8. Bank/Check Registers Retain for three years or until
audited, then destroy.
9. Payroll Registers Retain for seven years or until
audited, then destroy.
10. Bank Books, Statements and Deposit Receipts Retain for three years or until
audited, then destroy. ’
11. Employee Taxes and W-2s Retain for seven years or until
audited, then destroy.
12. Cancelled Checks Retain for three years or until
audited, then destroy.
13. Time Sheets/Cards Retain for three years or until
audited, then destroy.
14, Five Year Fiscal Plans Retain for three years or until
audited, then destroy.
15. Annual Budgets Retain for three years or until
andited, then destroy.
Retain for three years or until
16. Monthly Financial Reports audited, then destroy.
17. Checkbook Recongiliations Retain for three years or until
audited, then destroy.
18. Voided Checks Retain for three years or until
audited, then destroy.
19. State Revenue Receipts
Retain for three years or until
audited, then destroy. :

DGS 5§50-1A




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION M=231
RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet)
Agency - Division/Unit
TOWN OF BETTERTON FINANCE

Item Description ' Retention
No. '

3 3

County Revenue Receipts Retain for three years or until
audited, then destroy.

Miscellaneous Revenue Receipts Retain for three years or until
audited, then destroy.

Building Deposit Receipts Retain for three years or until
audited, then destroy.

Computer-generated Accounting Program Reports Retain for three years or until
audited, then destroy.

DGS 550-1A




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCYRECORDSINVENTORY _______
esach new or revised record serles. Forward RECORDS MANAGEMENT DIVISION
with Records Retentlon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE [ o o?&
Jessup, Maryland 20784
410-799-1030 ’
1. Department/Agsncy 2. Division 3. Unit
Town of Betterton Finance

4. Racord Serles Tits
General Correspondence

& Racord Serles Description (Briefly describe e types of information/docurments/forms found In the serfes. Include the purpose or function of the series.)

Original incoming letters, copies of outgoing lettérs, memoranda, studies, reports, directives,
policies and other materials related to Town administration

7. Racord Serfes Farmai(s) Ui 8. Record Seriss Sequence 9. Volumns
. D"M‘)

O Microlim Resl(s)

&4&8 0 Microfim 0 Aphsbeticsl 5

. O Computer Tape(s)
Size 0 Computer Tape a  Numerical Number
O Oher({epecty)_________
0 Audio Tepe 0 Floppy Dtek ye{muu
0 Bound Book 0 Video Teps 0 Geagraphical 10. Anrwal Accumutation .
yro/m-m
OO%wr(spedity) a  Other (spacity)
5 0 Microfiim Reak(s)
ﬁ_ O Computar Tape(s)
Number
Q Other (specily)
1. FlahUsed ' 12 Fie Becomes inacive After
0 Daly O Weekly D Monthly A ___\_ 0 Month(s) vd
Number
13. Current Loostion(s)  (Bidg., Floor, Room) 14. s Record Series Duplicated Elsgwhars? (f yes, specify agancy or offcs.)
Town Hall 0 Ye e
18 mmm(nh,mm-)lw-) 18.  Audk Requivemants
0 Yes V( A o Stete 0 Federal O Indspendent
17. s &n index System used? |f yes, expiain briefly and descrbe requiremonts 18  Rscommended Retention
o ve Ve S Ueen O./muAﬂla, .
10 Name and Tise of Preparer 20. Tolaphone Number 2

1. Dats
' Annette M.Green, Clerk-Treasurer | 410/348-5522 - o?/ 4 7/&00?

DG 5504 (Rav. 183)




Instructions —Type or Print a saparate form for
each new or revised record serles. Forward
with Records Retentlon Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

Jessup, Maryland 20794
410-790-16%0

AGENCY RECORDS | TORY

e L 2

1. Depastment/Agency

Town of Betterton

2. Oision

Finance

4, Racord Series Tiis

General Ledgers

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unt Tor reference as well as retention and disposition purposes.
. 6. Esrllast Year/Lates! Year
/___77'@_2_0_0‘]

Ledgers.

@ Record Sarles Description (Briofy dascribe the typss of information/documents/lorms found in the seres. Includs the purpose or function of the series.)

Accounts Payable Accounts Receivable Ledgers; Special Assessment Ledgers, and Tax Record

O Computer Tepe
0 Foppy Disk

0 Video Tape

10

Number

P

1 Micro#im Resk(s)
O Computer Tapa(s)

O Oher(opectty)

10, Annual mm:n/ :
Drawer(s)

Number

O Microftm Resis)

O Computer Tape(s)

* 0 Other (specily)

. Number

12 Fis Becomes insctive After

o'{-(-) '

O Month(s)

= Al

14, ts Record Sertes Duplicated Eisswhars? (If yes, pecify agancy ar offics.)

15 Aoccsss Restictions (If Yes, olte Law(s) & Reguiation(s)

s

0O Yes

oG

0 Yes

17, Is an index System ussd? If yes, sxplain briefly and descrbe requirements

16. Nerne and Tife of Preparer

L

DG3 5504 (Rev. 183)

Annette M.Green, Clerk-Treasurer

20. Tolaphone Number

410/348-5522




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ~ |————AGENCY RECORDSINVENTORY ____| INVENTORY ‘

sach new or revised record series. Forward RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS §50-1) 7275 Waterioo Road, P.O. Box 275 PAGE 3 oF a 2

Jessup, Maryland 20784
410-700-1030

1. Depastment/Agency 2. OMsion

Town of Betterton Finance
- RIES: A group of related records normally filed and used as a unk Tor relerence as well as retention and disposition .

Audit Reports A 195/ . ACO 7

8 Record Saries Description (Briefly dascribe ths fypes of infrmetion/documents/farme found in the seres. Inciude the purpose or function of the suies.)

Audit Report completed and submitted to the State of Maryland.

7. Racord Sares Formal(s) LUst el

i . i

Number

14. Is Record Sertes Duplicatsd Eisswhars? (If yes, specify sgancy or ofice.)

e

13 Current Locstion(s)  (Bidg., Floor, Room)

TownHall o Y

158 Accsss Restictions (if Yes, ot Law(s) & Reguistion(s) 16 Audi Requirements

"o : 4

0 Yes

17. I3 an indax Systam ussd? if yes, sxplain briefly and descrbe requirements 18 Recommended Ratantion
o Y Vﬂo/

21. Dets

10. Name and Tite of Preparer 20, Telaphons Number

Annette M.Green, Clerk-Treasurer 410/348-5522
| | 2 292007




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY,

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 560-1) 7275 Waterfoo Road, P.O. Box 275

Jessup, Maryland 20794
410-7T80-1630

1. Departmant/Agsncy

Town of Betterton
ECORD SERIES: /

Cash Receipts

@. Record Series Descripion (Briefly found in the seriss. includs the purpose or meotion of the sarles.)

Cash Receipts, and ledger books.

7. Record Series Fomal(s) Lisial

s o
A

0 Roppy Disk

e
Number

13 Current Locstion(s)  (Bidp., Floar, Room) 14, Is Record Sarise Ouplicated Elsewhars? (If yes, specity agancy or ofice.)

0 Ye »—To
Town Hall

Access Restrictions (if Yes, clie Law(s) & Reguistion(s)

0 Yes W"/

I an Indax System ussd? If yes, sxplain briefly and descrbe requirements

o va v

19, Name and Tiie of Preparer 20, Tolaphone Number

Annette M.Green, Clerk-Treasurer 410/348-5522

'DGS 6504 (Rev. 1/89)




instructions —Type or Print a saparate form for DEPARTMENT OF GENERAL SERVICES
sach new or revised record saries. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20784
410-700-1930

1. Department/Agsncy 2. DMsion

Finance
+ A group of related records normal

Permit Receipts

awmmmmumammmmmm“ Includs the purposs or function of the sarles.)

Permit Receipts, and ledger books.

7. Racord Swies Format(s) Ust sl .
" q,F/Dm-(l)

i . ' O Miorolim Resi(s)
m{.-m y&m‘ A N'E.O o Tepals)

D Obher(epec_______

Q Audio O Roppy Disk
bdm 0 Video Tape . 10. Annual Acourmutation .

QA Drawests)

O Microfim Resis)

OOPer{specity)___

10

Number

0 Computer Tape(s)

O Other (specily)

1. FlebUsad 12 Fie Becomes inacive Afte

0 Daily 04 0 Annually 1_. 0 Month{s) VV.I(I/

" Number

13 Current Location{s)  (Bidy., Floor, Room) 14, ts Record Sertes Duplicaied Eisewhers? (If yes, specity agancy or offics.)

Town Hall o=

18.  Access Resrictions (if Yes, ofts Law(s) & Regulafion(s) 16.  Audi Requirements

0Yee rﬂo/ -

17. I an indsx Systam ussd? If yes, explain briefly and describe requirements 18  Recommended Retention
o T e

16, Name and Tie of Preparer 20, Telaphone Number

Annette M.Green, Clerk-Treasurer 410/348-5522

0G3 5504 (Rev. 183)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY,
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION .
with Records Retention Schedute (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 oace (4 o = po N
Jessup, Maryland 20784
410-780-1930
1. Depariment/Agency 2. Dvision 3.unit
Town of Betterton Finance

Paid Bond and General Obligation Notes | 1968 ._R05%

@ Racord Serles Description (Briefly describe the types of krformsSon/documanta/forms found in the serfes. inciude the purposs or funcion of the sarles.)

Paid Bonds and General Obligation Notes

7.M.S..F¢mﬂ(l) Ustall 8. Record Saries Sequence 9. Vouns
V‘M’)

0 Mioroim Resi(s)

A - 30« e

0 Ohwer(wpecty) ____ .
Q Audio Tape

Dﬂd&ﬂ O Video Tape . 0 Geographicsl 10. Annual Acourmutation -
Mm(l)

OOmer(spealty) 0 Other (speocity)
O Microfim Resks)
b ‘0 0 Computer Tape(s)
Number
" O Other (specity)
N Rebused 12 Fie Becornes Insctve After
DOsy . OWesdy 0 Mantiy p@ _.3_ 0 Mante) arts)
: Nuber
13. Current Location(s)  (Bidg., Fioor, Room) 14, 1s Record Series Duplioxted Eisswhara? (If yes, specity sgancy or ofice.)
O Ym V(
Town Hall
15 Access Restricions (f Yes, ctie Law(s) & Reguision(s) 16 Audl Requirements
0Ye Mo/ 0 Noe sesn D Federal D indspendent
17. I3 an index System ussd? if yes, axpiain brisfly and describe requirements | 18 mumm
T ol T e
10 Nams and Tise of Preparer 20. Telaghone Number 21, Dew

Annette M. Green, Clerk-Treasurer | 410/348-5522 8\/ c;"—7/ 200 q

DGS 8504 (Rev. 183)



file:///0DmpularTai
file:///JlOOTdaook

Instructions ~Type or Print a ssparate form for DEPARTMENT OF GENERAL SERVICES ~ |————AQENCYRECORDSINVENTORY ____|

sach new or revised record series. Forward RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20764
410-790-1930

1. Department/Agsncy 2. Dvision
Town of Betterton Finance

*™Pard Bills and Invoices

8. Record Series Description (Briefly desciibe the types of Imormation/docurmenta/forms found in the seriss. Induds the purposs or funofion of the seriss.)

Paid Bills and Invoices

A et

0 Mioroim Resi(s)
0 Computer Tape(s)

O Oher(specity)______

10. Annual Accumutation

w{mn) l
O Microfim Resis)

_1 O Computer Tapels)

Number
© O Other (specily)

Fls Becomes inactive After

Number

13 Current Location(s)  (Bidg., Floor, Room) 14. Is Record Sariss Duplicated Eisswhers? (If yes, specify sgancy or office.)

TOWﬂ Hall 0 Ye b{

18 Aoccess Restrictions (if Yes, ote Lew(s) & Raguilation(s) 16 Audk Requirernants

oY .,./ ol

17. s an index System ussd? if yas, epiain brisfly and describe requiremenis

cve

18. Name and Tiie of Preparer

Annette M.Green, Clerk-Treasurer 410/348-5522

DGS 5504 (Rev. 183)




instructions ~Type or Print a saparate form for
sach new or revised record series. Forward
with Records Retention Schedule (DGS 560-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-790-16%0

AGENCY RECORDS | TORY

B 22

1. Depariment/Agency
Town of Betterton

2. DMision
Finance

3. Unit

Bank/Check Registers

Bank/Check Registers

6. Rnoord Saries Descripiion (Briefly dascride the types of iriormefion/documarnis/forme found in the seriss. includs the purposs or furioion of the sarles.)

7. Racord Sertes Format(s)  List it 8. Record Series Saquence 9. Voums
Véﬂ\—(l)
v 0 Niorofm Reei(s)
BAﬂn QMgcrofim 0 Aphsbetosl
O Computer Tepe(s)
\gaému 00 Comguter Tape 0 Numerosl Number
e, g (- T—
0 Audio Teps 0 Roppy Dlek M@ ’
0 Bound Book 0 Vidso Tape O Geographica 10. Annus] Accurrulation .
M‘(nm-(-)
OOher{specly) 0 Other (spacity)
: O Microfim Resi(s)
'5 0 Computer Tepels)
Number
O Other (specilty)
1. Flabsesd 12 Fis Becomes insciive After
0 Dy 0 Weakdy 9;4', 0 Anruslty ;3_ " O Mote) arts)
Number
13. Current Locstion(s)  (Bidg., FMoar, Room) 14, is Recurd Seriss Dupiicatad Elsgwhere? (!f yes, spedfy agancy or office.)
Town Hall o= <3
18 Aoccass Resirictions (if Yes, cite Law(s) & Ragulaion(s) 16.  Audk Requirements
0 Yes V( a Now v D Federd 0 Independant

A1 A

o

in en indax Systam used? if yas, sxplain briefy and descrbe requiremants

18 Recommended Retariion

16. Name and Tite of Preparer

Annette M.Green, Clerk-Treasurer

mmnm'

410/348-5522

DGS 5504 (Rev. 103)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retsntion Schedule (DGS 560-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEM_ENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20784
410-799-1900

1. Department/Agancy 2. Division .
Town of Betterton Finance

Payroll Registers

3. Unit

S, Earlent Your/Lates! Your

1990, 2009

Payroll Registers

@. Record Sarles Descriplion (Brisfly dascribe the fypes of informaion/documents/forms found in the sartes. Inchuds the purpose or fungiion of the swries.)

7. Record Series Formai(s) List al 8. Record Serles Sequence 9. Vokmns
. p-Fie Drawerts)
' D Miorotim Resks)
Mé . OMorofim D Aphsbetcs 3_
/m 0 Computer Tepa(s)
Lagel Sirs Tape O Numeros! Number
O Oher(epmcty
0 Audo T D Floppy Otek m
134; 0 Video Tape : 0 Geographical 10, Annus) Aocumuiation -
. o] Orawer(s)
0 Other (specity). 0 Ot (spacity)
5_ O Nacromm Resk(s)
: D O Computer Tepels)
Number
0 Omher (specily)
1. FislsUsed 12 Fis Becomes inscive After
DDy 944 D Monthly 0 Annually 7 o VJ

Nurbar

13. Current Location(s)  (Bidg., Floor, Room)

Town Hall

14, Is Record Sartss Duplicaied Elsswhare? (If yes, specify agency or offics.)

0 Yem o

18 Access Res¥ictions (f Yee, cite Law(s) & Ragulalion{s)

O Yes Pﬂo/

16.  Audll Requirements

O Nore \14( D Federet 0 independent

7. nmmwmnmmmwmw

0 Ye o

18.  Recommended Retantion

16 Nm-u‘m.d_m-r

Annette M.Green, Clerk;Treasurer 410/348-5522

20. Tetaphone Number 21, Date

'9,/!‘9.7 2009

DGS 5504 (Rev. 1/8%)




Instructions —Type or Print a ssparate form for DEPARTMENT OF GENERAL SERVICES
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275
Jessup, Maryland 20784
410-790-1930
1. DepartmentiAgancy 2. DMsion 3.uni
Town of Betterton Finance
Bank Books, Statements and Deposit Receipts /93] . C 7
. Record Saries Descripion (Briefly describe the types of irformafionidocumanta/fonms found in the series. inciude the purpase or funclion of the saries.)
Bank Books, Statements and Deposit Receipts
7. Records Series Farmal(s) ) 8. Record Saries Saquence 9. Volums
. V‘ Orawar(s)
: ] ‘ O Miorofim Resk(s)
Size O Microtim . O Aphsbetcs 4
0 Comrpuler Tape(s)
QA Size w{w&np 0 Numericsl Numbar
O Oher(apecty)__
0 Audb Tepe 0 Fioppy Disk nc/mumwu
o‘n Book D Video Teps ‘ 0 Geographical 10. Anrusal Acoumutation .
i V‘ Drawer(s,
OOter(speity) O Otver (spaolty)
: O Microlm Resks)
_L 0 Computer Tepe(s)
Numbar
O Other (speclly)
N Fakissd 12 Fie Becomes nactve Aflsr
0 ety 0Wesldy QA 0 Annuaily | 0 Monts) yd-) ’
Number
13. Curent Locatian(s)  (Biig., Floor, Room) 14. Is Racord Series Duplicated Elsswhars? (If yes, speclly agancy or office.)
Town Hall noYe e
15 Access Rastictions (If Yes, cite Law(s) & Ragulsion(s) 16.  AudR Requirements
0VYes Mn/ 0 Nome vé D Federsi 0 indspendant
7. 1n.an indax System ussd? ITyss, Deiefly and describe racuirements 18 Racommended Raterton
0 Yes ‘/o/.
10 Narme and Tiie of Pregerer 20, Telaphone Number 21. Oaie ' '

Annette M.Green, Clerk-Treasurer

410/348-5522

| 3/47/&009

DGS 5504 (Rav. 183




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDSINVENTORY ____ |

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION i |
with Records Retention Schedule (DGS 5§50-1) 7275 Waterioo Road, P.O. Box 275 PAGE o 02 A_/
Jessup, Maryland 20784
410-799-1030 ) I
1. Dapartment/Agsncy 2. Division 3. Ut
Town of Betterton Finance

Employee Taxes and W-2s

@ Record Sarles Description (Briefly describe the types of information/documents/forms found tn the serise. inchude the purpose or function of the setes.)

Employee Taxes and W-2s
7. Racord Gerles Famat(s) List al 8. Record Series Sequence 0. Volums ~
. . Drawer(s)
O Miorofim Resi(s)
Désln . GMirofim O Aphsbstcs 5
. . 0 Computer Tepe(s)
948& 0 Compuier Teps g N Number
O Ohwr(wpeckty) . |
Q Audio Tepe 0 Floppy Disk Chronologicsl
0 Bound Book 0 Video Teps : O Geographiosd 10. Anneial Acournuiation .
PG oot
QOMer(spedty) O Othar (spacity)
. T Microfim Reeks)
_'3_9 0 Computer Tepe(s)
Number
O Other (spacily)
1. FiskUsed 12 Fis Becomes inactive After
DDally . OWesky O Monthly 94 _l_ O Manis) vv../(.)
Number
13, Current Location(s)  (Bidg., Floor, Room) 14. s Record Series Dupicated Eisewhers? (If yes, specify agancy or ofics.)
Town Hall o ve ot
15 Aocess Restrictions (If Yee, olie Luw(s) A Reguiaion(s) 18, Audil Requirements

0 Yo Mo/ a Noms VS( O Fedurst | O indapandant

17. s an indax Systam ussd? If yes, expisin briefly and descrbe requiremenis 18 Rscommended Retarion

O Yes o
Do yraro: |
16. Neme and Ti#s of Preparer 20. Telaphone Number ‘ 21. Date

Annette M.Green, Clerk-Treasurer 410/348-5522

3\127/20"9

_ -
0QS 5504 (Rav. 183)




Instructions ~-Type or Print a saparate form for DEPARTMENT OF GENERAL SERVICES
sach new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20784
410-786-1630

DeparimentiAgancy 2. Division
Town of Betterton Finance

1

4. Ractrd Series Tite

Cancelled Checks

8. Reocord Serles Description (Briefly dascribe the types of information/documents/forms found In the sarfes. include the purposs or function of the swries.)

Cancelled Checks

9. Volums
w“om-m)

O Miorofm Resl(s)

;— O Computer Tepe(s)

Number
O Oher(specity)__ .

10. Anruad Accumutation

a}n/nm-(-) '

) O Micromm Resks)
S0

Number

0 Computer Tepe(s)

* 0 Other (specify)

A .

13 Current Location(s)  (Bidg., Moar, Room) . 14. Is Racord Seriss Duplicated Elsswhars? (If yss, spedity agancy or offics.)

Town Hall | o Ym o

18  Access Rasirictions (If Yes, clie Law(s) & Raguiation(s)

0 Yes o

17, is en indax System used? If yas, expiain briefly and descrbe requirements

0 Yes o

19, Name and TiSe of Preperer 20, Telaghone Number

Annette M.Green, Clerk-Treasurer 410/348-5522

DGS 5504 (Rawv. 183)




Instructions ~Type or Print a saparate form for
each new or revised record series. Forward
" with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20784
410-790-1930

1. Departmant/Agsnoy
Town of Betterton

Finance

3. Unit

4. Racord Series Tie

Time Sheets/Cards
& Record Series Descrighian (Briefly describe ths types of krformation/documents/forme found in the series. Indiuds the purposs or funcion of the sariss.) ] |
Time Sheets/Cards
7. Racord Series Format(s)  List sl 8. Recard Series Sequence 9. Voms I./
. Orawer(s)
O Microtim Resi(s)
Slze . OMicrofim  ° D Aphsbetica
. &_ O Computer Tape(s)
Q Leged Stee Q Computer Taps a N Number
; D Oher(apeaty
0 Audio Tape 0 Roppy Oiek hronologiosd
0 Bound Book 1) Video Tape D Geographical 10. Anruat Acoumation -
. Drawer(s)
COher(spedty) O Oher{spactty) | ]
O Microfiem Reaks)
1..5_'_ 0 Computer Tape(s)
Number
G Other (specly)
N Fakleed 12 Fis Becomes Insctve After
0Dslty | ud 0 Morthly 0 Annuslly l O Mais) A
Nurber

13 Curvent Location(s)  (Bidg., Floor, Room)

Town Hall

14. Is Record Seriss Duplicated Elsswhers? (If yes, spedily sgancy or offics.)

0 Ye -{

15 Aoccass Restrictions (if Yes, clie Law(s) & »)
0 Yoo o

16.  Audi Recuirements

N T

0 Yes o

17.  Is an indax Systam usad? if yes, explain brisfly and describe requirements

18 Recommendsd Retantion

10 Name and Tiie of Preparer

~ Annette M.Green, Clerk-Treasurer

20. Telaghane Number

410/348-5522

R
DS 5504 (Rav. 18Y)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Bax 275

Jessup, Maryland 20784
410-799-1630

1. Depariment/Agsncy 2. DMision
Town of Betterton

Finance

3.Unh

4. Record Saries THe

Five Year Fiscal Plans

Five Year Fiscal Plans

& Record Series Descrigtion (Briefly dascribe the typss of information/documents/forms found in the seriss. Incuds the purposs or funcion of the sares.)

verloter . GMorofim
QAZ 0 Computer Taps:
a Audio Tepe 0 Roppy Olek

C Bound Book 0 Vidso Tepe

QOtwr{specity) _____

8. Record Series Sequence 9. Voums
Véi‘mﬂ(-)
0 Miorofim Resl(s)
O Aphsbelics
) l D Computer Tape(s)
0 Numerioal Number
: ! O Oher(wpeoty)
0 Geographical 10. Annusl Accumutation :
uu(m'nt(u)
O Ofher (spacity)
O Microfim Resks)
10
O Computer Tape(s)
Number
© O Other (speclfy)

1. FehUsed

ODsly . OWesky D Monthly 9)4

12 Fle Becomes insctve After

_5_. 0 Monti(s) g

Number

13 Current Locsiion(s)  (Bidg., Fioor, Room)

Town Hall

14. s Recort Serias Dupiicaied Elspwhers? (If yes, spedify agency or offics.)

o v e

18 Accsss Restrictions (if Yes, clie Lew(s) & RaguisSion(s)

ave v

16.  Audh Requiremants

ot D Sue D Federst O independent

17.  ls an index System ussd? if yes, expiain brielly and describe requirements

o Yes 4

13  Recommended Retsnton

e N

Fure yYearo:

16. Name and TiSie of Preparer

Annette M.Green, Clerk-Treasurer

20. Telaghone Number 21. D

410/348-5522 01/ &7/ L00YG

DGS 5504 (Rev. 1/09)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each new or revised record seriss. Forward RECORDS MANAGEMENT DIVISION
with Records Retsntion Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jassup, Maryland 20764
410-790-1930

1. ww 2. DMsion A
Town of Betterton Finance

Annual Budgets

@. Rocord Series Descrivtion (Briefly describe the types of infrmation/documents/fone found in e seriss. Indlude the purposs of funclion of the saries.)

Annual Budgets

o Druwerts)

0 Miorofm Rasi(s)

0 Microtim 5 2
) 0 Computer Tape(s)

Number

u-u/wuir‘rm
O Oher(epectty)__

7. Racord Series Formal(s) Ustafl

* O Foppy Disk
10. Annua) Accumutation

A Drewerts) '
O Microfim Resi(s)
as
0 Cormputer Tape(s)

Numbar
O Ofher (speclty)

i o

Number

1. Cument Locstion(s)  (Bidg., Floor, Room) 14, ts Record Sariss Duplcaied Esswhars? (If yes, spectty agancy or offce.)

Town Hall o Ye

13 Aoccass Restrictions (if Yes, clie Law(s) & Raguiaion(s) 168 Audit Requirements

0 Yes 0

17. s an Indax System usad? If yes, expiain briefly and describe requiremanis

0 Yes No

16, Name and Tifis of Preparer

Annette M.Green, Clerk-Treasurer 410/348-5522




DEPARTMENT OF GENERAL SERVICES o AGENCYRECORDSINVENTORY _______

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Bok 275

Jessup, Maryland 20784
410-780-1030
2. DMvision 3. Ut

Finance

Instructions -Type or Print a saparate form for
sach new or revised record series. Forward
with Records Retsntion Schedule (DGS 560-1)

1. Department/Agency
Town of Betterton

3
X

Monthly Financial Reports

@. Racord Saries Dascripion (Briefly describe the fypss of infrmesion/documants/forms found In the serfes. Indiude the purpose or funoion of the saries.)

Monthly Financial Reports

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volums

. D Miorofim Resi(s)
ﬂ" Sire O Mcrofim O Aphsbeticsl .2‘7
0 Computer Tepe(s)
Q Lega! Stxe 0 Computer Tape a  Numerical Numbes
O Ohwr(specity)______
0 Autio Tepe 0 Floppy Oiek M@u
0 Bound Book 0 Video Teps 0 Geographical 10. Annwal Accumuiation .
D'F(m(l)
OOher(specty)___ O Other (spacity)
O Microfisn Resi(s) : | 1
hd l 0 Computer Tape(s)
Numbsr
0 Other (specily)
1. FlabUsd 12 Fis Becomas insclve After
0 Dally 0 Weekdy v& o Annually _‘_ O Month(s) M)‘
Number
13. Current Location(s)  (Bidg., Moor, Room) 14. '3 Record Serise Duplcated Eisswhare? (If yas, speciy agsncy or offics.)
Town Hall o e e
18.  Access Restrictions (if Yes, cite Law(s) & Ragulaion(s) 18.  Audk Requiremants
0 Yes QO Now ©  pAEE O Fedew O Mdspendent
17.  ls an Indax System ussd? if yes, expiain brisfly and describe requirements 18 Rmscommended Retention
o o’ m

10. Name and Tie of Praparer 20, Telaphone Number 21. Data

Annette M.Green, Clerk-Treasurer 410/348-5522

DQS 5504 (Rav. 163)



Instructions ~Type o Print a saparate form for DEPARTMENT OF GENERAL SERVICES —-—“Mw———-l
RECORDS MANAGEMENT DIVISION .

each naw or revised record series. Forward
— _ﬁ"

with Records Retantion Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-780-1930
1. Department/Agancy 2. DMision 3. Unit
Town of Betterton Finance

4, Record Series Tiis

Checkbook Reconciliations

@ Ruocord Saries Description (Brisfly describe the types of information/documents/forms found in the seriss. Inchuds the purpose or function of the series.)

Checkbook Reconciliations

7. Racord Garles Format(s) Listal 8. Record Seriss Sequence 9. Voluns
. V‘Ml)
O Micro®im Resks)
.;Aua . OMcrofim O Aphsbetos )
. ] 3 0 Computsr Tepe(s)
0 Legal Stze 0 Computer Taps O Numedosi Number
o’e/ DOher(epmcty)_______
Q Audio Tepe O Foppy Disk hronologiost
0 Bound Book 0 Video Tepe ' O Geographiosi 10. Annusl Acoumuistion .
. V‘Bﬂu(l)
aQOtwr(specity) O Oher(speoity) :
O Microlim Resks)
. 5 0 Comprtsr Tape(s)
Number
. O Other (specity)
M. FialsUsed 12 Fis Becomes inaciive After
ODsly . CWesy QMG 0 Anmualty _l_ O Monts) Yol
. Number
13 Cusrent Location{s)  (Bidg., Foor, Room) 14, Is Record Saries Duplicatad Elsswhere? (If yss, spedfy agncy or office.)
Town Hall oY= e
15, Access Restrictions (if Yes, ciie Law(s) & Reguiaion(s) 18 Audil Requirements
C Yoo Wo/ o Nome Do~ 0 Fedesl 0 ndependant
17.  Is on kxtex System used? f yas, explain briefly and describe requirements 18 Rscommended Retenton
o o< m

10 Nams and Tie of Preparer 20, Telaphons Number 21. Date

I Annette M.Green, Clerk-Treasurer 410/348-5522 | 2// &7 / 3.00 ?

IR .
DGS 5504 (Rwv. 1/83)




Instructions ~Typs or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 ' ﬂ _»Q
PAQE or

Jessup, Maryland 20784
410-790-1930

1. Departnent/Agency 2. Division
Town of Betterton ' Finance

A group of eiated records normally filed and used as a unit Tor reference as well as retention and disposition

4. Record Series Tiie 8. Eorlioxt Yoar/Latest Year

Voided Checks

8. Reoord Sartes Descripiion (Erefly describe the types of informeion/documents/forms found in the serfss. mhmwmdhm)

Voided Checks

97 Drawerts)
O Miorofim Resks)
O Compater Tepa(s)

D Ot {spechty)

10. Anrusl Acoumulation .
Orawer(s)

O Microftm Reai(s)

_ﬂ 0 Computer Tape(s)
Nurmnber

" O Other (specity)

q)ﬁ‘ﬂ 0 Annualty ' _r 9,4

13 Curvent Location(s)  (Bidy., Foar, Room) 14. is Record Serise Duplicated Elsswhars? (If yes, specify agancy or office.)

Town Hall

0 Ys [P

Access Restriotions (f Yes, clie Law(s) & Ragulation(s)

0 Yes .,m/

Is an indux System ussd? if yes, explain briefly and descrbe requirements

o Ye v/

10. Name end Tite of Praparar 20, Tolaghone Number 21, Dete

&/&7 / a.009

Annette M.Green, Clerk-Treasurer 410/348-5522

DGS 5804 (Rev. 1/6%)




Instructions —Typs or Print a saparate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-790-10%0

1. Department/Agsncy

Town of Betterton

4. Reoord Series The

State Revenue Receipts

State Revenue Receipts

6. Record Sartes Description (Briefly describe the types of information/documents/forms found in the sartes. Inciuds the purposs or funclion of the saries.)

7. Racord Series Farmat(s) List sl

0 Microfim
bA 0 Comgster Taps
3 Audio Teps 0 Fioppy Diek
0 Bound Book 1 Vidso Taps

COher(wedty) ______

8. Record Series Sequence 9. Voluns .
b‘ém(l)
0 Miorolim Resis)
D Aphsbelics
0 Computer Tepe(s)
0O Numerioal Number
0O Ohe(weaty)
0 Gengraphics) 10. Annuai Accurmuiation :
] 5 Brawer(s)
a Other (spacity)
0 Mcrom Resks)
'25 Q Cormputer Tape(s)
Numbar
* 0 Ofwr (specily)

1. FielUssd 12 Fis Bacomas Insctve After
o Daly D Weekly d{ 0 Anruslty l o gt
Number
13, Cument Location(s)  (Bidg., Floor, Room) 14. Is Record Series Dupicated Eissahare? (f yes, spectty sgancy or offios.)
Town Hall o ve e

18 Access Res¥rictions (If Yes, ofte Lew(s) & Ragulation(s)

‘M/

O Y

O Federsl 0 indepandant - h

v

0O Yes

17. s an index System usad? if yes, expisin briefly and descrbe requirements 18

Recommended Retention

16. Narve and TiSe of Praparer

I Annette M.Green, Clerk-Treasur

20. Tetaghone Number 21,
er 410/348-5522

DGS 5504 (Rav. 1/03)

'&/3—7/‘9@?




Instructions ~Type or Print a saparate form for
sach new or revised record series. Forward
with Records Retantion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
' RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

Jessup, Maryland 20784
410-760-16%0

1. Department/Agsnoy
Town of Betterton

2. DMision
Finance

4. Record Saries THie

County Revenue Receipts 1P . 2% 7
8. Record Series Descripiion (Briefly tha types of found in the series. Includse the paposs or Aimotion of the sarles.)
County Revenue Receipts

7. Record Series Fomat(s) Lisiall

Number

8. Recard Saries Sequence 9. Voluns
lv{nm-(-)
./ O Mioroftm Rask(s)
Size 0 Microfim O Aphsbetical : ’
= ¢ Tape(s)
Ste» 0 Comprier Tape a Numericsl Number
G Oher(specly)
0 Audio Tape 0 Fioppy Diek Vﬁm
1 Bound Book [ Vidwo Tape O Geographical 10. Annual Accurmtation .
i ﬁ,(lrn-(-)
0 Other {speify) a ‘om(wm
O D Microfim Resk(s)
e l O Computsr Tape(s)
Number
O Other (specity)
1. FisiaUsed 12 Fis Becomas insctive After
O Daty 0 Weekly ué, 0 Annuslly l o &4)'

13. Current Locatian(s)

Town Hall

{Bidg., Mocr, Roomn)

4

0 Y

14. Is Record Saries Duplicatad Elsewhare? (If yes, specily agency or office.)

18 Access Restrictions (If Yes, ofte Law(s) & Ragulation(s)

v

Q Yes

17

o

Yoo

In an index System used? If yes, expiain briefy and desorbe requirements

18 Recommended Retention

T o

\34)060.

16. Nerma and TiSs of Preparer o

Annette M.Green, Clerk-Treasurer

20. Tetaghone Number 21. Do '
410/348-5522

.
DGS 5504 (Rev. 103)

il




Instructions ~Type or Print a ssparate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record serles. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 onot oy o ;Z 2 ,
Jessup, Maryland 20784 :
- 410-700-1830
1. Departmant/Agsncy 2. Dvision 3.umt
Town of Betterton Finance

Building Deposit Receipts

€. Record Saries Description (Briwfly desoribe the types of information/documents/forrme found in the serfes. Indude the purposs or Anction of the series.)

Building Deposit Receipts

7. Racord Sarles Format(s) Ustall 8. Record Seriss Saquence 9. Volumns

V{WIMI)
i ' D Microfim Rask(s)
9\‘&:: . OMiorofim } o Aphsbetcal 3
0 Computsr Tepe(s)
bém 0 Comguter Tape 0 Numeriosl ' Number
O Oher(epecity) . . .
0 Audio Tepe 0 Roppy Diek M
© Bound Book 0 Video Taps ' 0 Geagrephics) 10. Annusl Acourmutation .
l—r(omum
OOther(spedty)_______ Qa Other (specity)
’O O Microftm Rasks)
z 0 Computer Tapals)
Number
O Other (spacily)
1. FslsUsed 12 Fle Becomes nectve Aftar
o Dely O Weakly 944 0 Annually _2_ o Monts) M{
. Number
- |
13 Current Loostion(s)  (Bidg., Focr, Room) 14, Is Record Seriss Duplicated Eisswhers? (If yes, specity agancy or office.)
0 Ye o
Town Hall
15 Access Reswiotions (if Yes, fte Law(s) & Regulagion(s) 16 Auck Requiremants
o Yes pn/ % seda O Federst O tndependant
. nmmwmnmmmmmm 18.  Recommended Retantion B
o Ye o
m (éi@am'
16. Name nd Tite of Preparer 20, Telaphone Number

2. oue &/&7/Q'OO 9

Annette M.Green, Clerk-Treasurer 410/348-5522

DGS 5504 (Rwv. 183)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES AMMML;I

RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 560-1) 7275 Waterloo Road, P.O. Box 275 roe A DI
: Jessup, Maryland 20794 )
410-799-1800 '
1. DepastmentAgency 2. Division *3.Urh
Town of Betterton Finance

Computer-generated Accounting Program Reports : ‘?—QL”—’?QO 7

@. Record Series Dascripion (Briefly dascribe s types of informetion/documents/Torms found in the sertes. Inctude the purpose or fungtion of the seres.)

Computer-generated Accounting Program Reports

7. Racord Sarles Format(s) Usial

%&n 0 Mgrofim
M&a 0 Compuriar Tape

Q Audio Tepe O Roppy Ok
@ Bound Book [ Video Tape

LT —

8. Record Serise Sequence 9. Voksme

0 Miorolim Resis)

0 Aphsbetos 3
O Computer Tape(s)

0 Numerost ‘ Number
; PR L0 I —
O Geographicsl 10. Annual Accurmutaiion .
p«f(nm-(-)
Q  Other (spacity)
D Microfim Resks) |
l a Computsr Tepa(s)
Number

© O Other (specfly)

1.  Fia s Used

uuly/ 0 Weekdy 0 Morthiy 0 Annualty

12 File Becomes inscive Aftar

__.L_ o Monthis) M |

Number

13 Current Location(s)  (Bidg., Floar, Room)

Town Hall

14. Is Record Seriss Duplicated Elsswhers? (If yas, spadity sgency or office.)

D Ye -t

15.  Access Restrictions (i Yes, olte Law(s) & Ragulaion(s)

ave g

17. (s an index System ussd? If yes, expiain briefly and descrbe requirements

o ve an”

18 Recommended Retention

10. Narme and Tiile of Praparer

Annette M.Green, Clerk-Treasurer

DGS 6504 (Rov. 18%)

410/348-5522 o’L/ L7 / A7 |




